





Your Audience

 Who are they?

— Technical peers
— Management

* What do you want them to do?
— Management controls assets: equipment, time
— Your job is to tell them how to allocate assets.

Your Audience

* |s often multilevel, requiring different
levels of detail:
— Summary for management
— Body for your technical peers
— Appendix for specialists

» All readers want
— accurate, complete information
— presented clearly and concisely







Example of an Essential Message

A 5% yield increase on all current products can be
attained by plasma cleaning prior to wire bonding.
These results were obtained on comparative sample
lots fabricated in the R&D lab. Engineering
recommends the expenditure of $10,000 to add
plasma cleaning to one production line for evaluation.

* What’s the News?

* Why is it important?

* How did you find out?

« Now what? 3@ 15 wis
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OUTLINING FOR STRUCTURE

THE SINGLE MOST IMPORTANT STEP IN WRITING

* Beginning: The essential message.
* Middle Details of what you did.
* End: Restate conclusions,

Make recommendations.




THE MIDDLE, OR BODY

* What you did and how you did it
— In logical groups (not always chronological)
— Were there any dead ends?
— Remember that science must be repeatable

» Quantify the results graphically.
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ASSEMBLE GRAPHICS

Graphs, block diagrams, photos

Your audience will look at the pictures first

This may be all that they “read”

Tell the whole story with the pictures and
captions (interpret the data).

12




13

END STRUCTURE

What do the results mean?

Data must support your conclusions.
— Alternate interpretations?
— Are there any “holes™? Additional work needed?

What do you want your audience to do?
— Take action
— Change opinion

14

INCREASE DETAIL, THEN WRITE

» Expand outline with increasing detail.
— 3 or 4 levels will create a logical structure.

* Now write sentences!

» Every paragraph should have a topic
sentence. Go from general to specific.
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SUMMARY

» Content & structure are more important than style.

e Start with an outline

— Put the essential message first
* What's the News, what'’s in it for them

— Tell why and how you found out.
— Tell the audience what to do.

* Write in a conversational style
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